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The Step by Step Instructions: How to Submit the
Verification Report in CNP Verification will:

- Review the verification report requirements and deadlines;

» Give step by step guidance for how to log in to CNP
Verification and how to navigate through each section of
the report;

Objectives

* Provide guidance on how to document the report has been
submitted.




Comprehension

Check

» Throughout this guide there will be comprehension quiz questions

to test your knowledge and help you apply what you're learning.

* Be sure to review these quiz questions and the answers, available

within the guide.

* This icon will indicate a comprehension quiz question, and the

background of the slides will be a light blue like you see on this
slide.




The Step by Step Instruction will include:

Brief Verification Overview Slides 5-8
_ Review the Verification Requirements Slides 9-22
HOW tO S U bm It Log into Common Logon to access CNP Slides 23-37

the Verification RELSEEL

Entering data into the CNP Verification Slides 38-56
Reporton CNP e

Verification Documenting that the Verification Report ~ Slides 57-60
has been submitted

The following slides will only cover how-to instructions for entering data and
submitting the Verification Report.




Brief Verification Overview




A Review:

Verification
Deadlines

Oct.2

First Day of
School

Nov. 15

At and around the beginning
of school:

The school collects
student eligibility by
computer matching
students or asking
households to write their
income, any
SNAP/TANF/FDPIR case
numbers and/or identify a
child as Foster.

The school processes
application information at
face value and approves

the child for meal benefits.

You have this long to
COMPLETE Verification!

Oct. 1- Nov. 15

Starting Oct. 1, count all
of the paper-based
applications (certified at
face value) that did not
match on Direct
Certification. Use this
total to calculate how
many applications you
will need verify. You have
until Nov. 15 to verify
these applications.

Feb.1

CNp Verific tion

Submit Report

You have this long to
REPORT Verification!

Feb. 1

Verification Report
must be submitted
electronically through
CNP Verification.




Review: Verification is a Four-Phase Process

This training reviews Phase 4: Report. Please refer back to the ADE Verification Webpage for more

resources on the other three phases.

PREPARE 2 CALCULATE AND 3 VERIFY 4 REPORT l

SELECT

all household the applications. Verification outcome,
applications the number of i.e. the number of
collected for this applications you applications that
program year must verify. changed their

ensure they are eligibility benefits or if

complete and
organized.

they stayed the same.



http://www.azed.gov/health-nutrition/nslp/verification/

Verification Guides

ADE has released a series of Verification Guides that explain what data
should be entered into each field. It is recommended that you download
the Verification Guide that is specific to how you operate the National
School Lunch Program (NSLP):

* Regular NSLP

Operate Special Assistance
- All sites are operating in their Base Years

* Operate in their Base Year and Regular NSLP

- All sites are operating in their Non-Base Years

* Operate in their Non-Base Year and Regular NSLP
- All sites operate the CEP Only

* Operate in the CEP and Regular NSLP

Verification

Guides

« Residential Child Care Institutions
« RCCl with Day Students

- RCClwith NO Day Students



http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular-and-base-year.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-cep-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular-and-cep.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-rccis-with-day-students.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-rcci-no-day-students.pdf

Review the Verification
Reporting Requirements




Reporting

Requirements

Reporting Requirements

Each year, School Food Authorities (SFAs) must report:

* their enrollment data as of October 31, and

- how many applications were selected for Verification
and if the households responded with appropriate
documentation.

SFAs will report this data electronically on the CNP
Verification Report through Common Logon.

10



Why do I need to submit a Verification Report if | do
not collect applications/do Verification?

Reporting - As mentioned in the previous slide, SFAs are required to
' report enrollment information on the CNP Verification
Reqmrements Report. If the SFA is not required to conduct Verification,

the SFA still needs to report their enrollment information no
later than February 1.

11



Comprehension

Check

What two important data sets must be reported by ALL LEAs
through the CNP Verification Report?

Meal prices and enrollment
Enrollment and verification results (if applicable)

Average Daily Attendance and enrollment

o N o >

Verification results and meal prices

12



What two important data sets must be reported by ALL LEAs
through the CNP Verification Report?

A. Meal prices and enrollment
Com prehension B. Enrollment and verification results (if applicable)
C

Average Daily Attendance and enrollment

Check

D. Verification results and meal prices

All LEAs must report their enrollment and the results of verification
if applicable. If an LEA does not conduct verification, they must still
submit their enrollment using this report. Refer to slides 10 and 11

to review this guidance.
!




Reporting

Requirements

When is the earliest | can submit my CNP Verification
Report?

* You can submit the CNP Verification Report once you have all of the

information needed; you do not have to wait until February to submit
the Report.

* In 2013-2014, the CNP Verification Report was changed to no longer
require SFAs to report non-responders past November 15™. SFAs should
have all data required to submit the Report by November 16t. All non-
responders as of November 15" will be reported as “didn’t respond” and
"changed to paid”.

- If you were not required to conduct Verification, you are able to submit

your CNP Verification Report as soon as ADE releases the current year's
Report online. This typically occurs around November 15,

14



Reporting

Requirements

How do SFAs access and submit the CNP Verification
Report?
* SFAs report data electronically on the CNP Verification Report through

Common Logon using the application CNP Verification no later than
February 1°t.

—
. AMIOK DB
S by COMMON LOGON

The gateway to secure data transactions and information

Usemame:

Password Continue >>

+ Plzase note that our web pages have new functionality which willlog you out and take you batk to this page if your session remains idle for too long a period of time.

» We have changed our practices regarding passwords and user accounts. Click here for Current Password Process. n]c gateway to securc data transaCthI
it Common Logon Application Menu

+ Ifyou have lost your

+ To launch an application the user must have a valid usemame and password and must agree that, by using that usemame and password, the

+ Any questions related to Common Logon aocount, please contact the ADE Support Center at (602) 542-?378@ if you are in the Phosnix area, 4‘) CNP Dlred Cemﬂcabon / Dlred.' Venﬁcabon

« Chedk the MIS Bulletin Board for the latest news and information. 2 - v
:> @ CNP Verification

@® CNPWeb
Copyright & 2002-2012 Arizona Department of Education: Management Info ” LEA PrOﬂle

Change Profile

15



Reporting

Requirements

What if no one at my organization
has access to Common Logon?

* Your organization will not be able to submit the
Verification Report. Please go to Program
Forms on the ADE website to get a blank copy
of the Common Logon Request form and check
off all the different applications you would like
access to.

* In order to submit the Verification Report, you
must have permissions to CNP Verification.
This form must be signed by your authorized
signer and submitted back to ADE.

* A username and password will be provided
within 7-10 days.

nnnnn

16


http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/nslp/program-forms/

Reporting

Requirements

What if someone at my organization
has a user name and password to o
Common Logon, but does not have e ——
CNP Verification listed?

* Your organization will not be able to submit the
Verification Report. Please go to Program
Forms on the ADE website to get a blank copy
of the Common Logon Request form.

* Check off all current permissions and check the
box marked CNP Verification. This form must
be signed by your authorized signer and
submitted back to ADE.

* A username and password will be provided
within 7-10 days.

17


http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/nslp/program-forms/

Comprehension

Check

What application in Common Logon is needed in order to submit
the Verification Report?

A. CNPWeb

B. CNP Direct Certification/Direct Verification
C. CNP Menu Certification

D. CNP Verification

18



Comprehension

Check

What application in Common Logon is needed in order to submit
the Verification Report?

CNP Web

CNP Direct Certification/Direct Verification
CNP Menu Certification

CNP Verification

The Verification Report is submitted in CNP Verification. Refer to
slides 15-17 for information about how to access CNP Verification
and how to request access if no one at your site currently has it.

O N w >

19



Reporting

Requirements

Do I need to send in the applications that were
selected for Verification to ADE along with their
supporting documentation by February 157

* No. You only need submit the CNP Verification Report
to ADE by February 1. All applications selected for
Verification and their documentation is kept on file at
your site or district.

20



If February 15 falls on a weekend, can the report
be submitted by Monday?

* Yes, if the reporting due date falls on a weekend or holiday, the
CNP Verification Report must be submitted to ADE by the next
business day.

 For example, in school year 2014-15, February 15t fell on a Sunday so
the Report had to be submitted no later than Monday, February 2.

Reporting

Requirements

- ADE strongly encourages the Report to be submitted as close to
November 15t as possible.

21



Reporting

Requirements

What happens if | do not submit my CNP
Verification Report by February 1°?

* All SFAs who do not submit by February 15t will have

their reimbursements placed on hold until the CNP
Verification Report is submitted and will be required to
attend a mandatory training the following school year.

22



Log into Common Logon to
access CNP Verification

23



Log into

Common
Logon

1. Go to the ADE Health and Nutrition Webpage:

http://www.azed.gov/health-nutrition/

. W
Arizona B | roi

Department of Education

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

HEALTH ' ‘NUTRITION SEHVICES

Home | Child/ Adult Nutrition Programs ¥ | School Nutrition Programs ¥ | School Health Programs ¥ | School Food Programs ¥| Memos | % Free/Reduced |

You are here: Home -
; B . Hot Topics |
Overview of Health & Nutrition Services

» HNS PROGRAMS

Event Registration |

Home

The function of Health and Nutrition Services is to administer federally funded Health

and Nutrition Programs through the School Health Programs, National School Lunch, Financial Info s-J

School Nutrition Programs School Breakfast, Summer Food Senvice, Food Distribution, Child and Adult Care
Food Service, After School Care Snack, and Fresh Fruitand Vegetable Programs.

Child/ Adult N utrition Programs

School Health Programs

pw.azed.gov/health-nutrition/cacfp/ Joq Programs

24


http://www.azed.gov/health-nutrition/
http://www.azed.gov/health-nutrition/
http://www.azed.gov/health-nutrition/
http://www.azed.gov/health-nutrition/

2. Click on “*Common Logon" found on the upper right of
the webpage.
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HEL.TH & NUTRITION SE!\IICES

Home | Child/ Adult Nutrition Programs ¥ | School Nutrition Programs ¥| School Health Programs ¥ | School Food Programs ¥| Memos | % Free/Reduced |

8

< !

You are here: Home

» HNS PROGRAMS _ B _ Hot Topics |
Overview of Health & Nutrition Services

Home Event Registration |
Child/ Adult Nutrition Programs 4 The function of Health and Nutrition Services is to administer federally funded Health

and Nutrition Programs through the School Health Programs, National School Lunch, FinanCial Info ij
School Nutrition Programs | School Breakfast, Summer Food Senice, Food Distribution, Child and Adult Care

Food Service, After School Care Snack, and Fresh Fruitand Vegetable Programs
School Health Programs | 9 9 FAQ J

ww.azed.gov/health-nutrition/cacfp/ {4 Programs




A new webpage will load. It should look like this screen.

"

-

 ARIONA DEDARTENT

BTN COMMON L OGON

The gateway to secure data transactions and information

Username:

Passwaord: Continue >

Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

If you have lost your password Click here.

To launch an application the user must have a valid username and password and must agree that, by using that username and password, they will abide by the ADE Acceptable Use Policy.

Any questions related to Comman Logon account, please contact the ADE Support Center at (602) 542-7378 if you are in the Phoenix area. Outside the Phoenix area (866) 577-9636 or E-mail enterprise@ade.az.qov. Or Click here for more information.

Check the MIS Bulletin Board for the latest news and information.

'You must have a username and password in order to access
Common Logon.
*Access can be requested following the instructions in slide #16.

26



3. Enter your Username and Password.

. ARIZONA DEpARTMENT

~

o wEwcation COMMON LOGON

The gateway to secure data transactions and information

Usemame:

Password: ~ Continue >> ‘

Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

If you have lost your password Click here.

To launch an application the user must have a valid username and password and must agree that, by using that userame and password, they will abide by the ADE Acceptable Use Policy.

Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542—7378(@ if you are in the Phoenix area. Outside the Phoenix area (866) 577—9636@ or E-mail
enterprise@ade.az.gov. Or Click here for more information.

Check the MIS Bulletin Board for the latest news and information.

27



Once logged in, your webpage will show all
Common Logon Applications you have access to.

The gateway to secure data transactions and information
Common Logon Application Menu

{*!'x CHP Direct Certification / Direct Verification
# CNP Verification

@ CNPWeb

@ LEA Profile

‘You must have access to CNP Verification.
This is an additional option on the Common Logon Permissions
form.

*If you already have a user name and password, but do not see the
CNP Direct Verification option, follow the instructions on slide #17.

28



Access CNP

Verification

4. Click on “"CNP Verification”

The gateway to secure data transactions and information
Common Logon Application Menu

@f CMNP Direct Certification [/ Direct Verification
“# CNP Verification

@ CNPWeb

# LEA Profile

29



Access CNP

Verification

A new webpage will load the home page of CNP
Verification.

Arizona Department

of Education CNP - Verification Summary Report

ADE Home Page | Home | CUITEN. wvn v iy s

CNP - Verification Summary Report

Home Page ? Help | Log Off

Enter/View Verification Summary

Verification Sample Size Calculator

30



Access CNP

Verification

5. Click Enter/View Verification Summary.

Arizona Department

2 Edueation CNP - Verification Summary Report

ADE Home Page | Home | CUITEN. wvn v wriey wevens

CNP - Verification Summary Report

Home Page ? Help | Log Off

Enter/View Verification Summary

Verification Sample Size Calculator

31



6. Find your Verification Report.

Arizona Department
of Education

CNP - Verification Report

View Verification Report(s)

Werification Report:|ALL '

Status: |ALL v|
A C C e S S C N P Entity: | SPONSOR NAME (00-00-00) EI

() View by Verification Report ® View by Entity
Verification SPONSOR NAME (00-00-00)
Report Status Last Update User  Last Update Date

CNP Verification 2011-2012 - Short Form / Standard Submitted to ADE emolchan 02/15/2012 10:20:21

CNP Verification 2012-2013 - Short Form / Standard Submitted to ADE emolchan 02/19/2013 12:12:48

CNP Venfication 2013-2014 - All Sponsors Submitted to ADE emolchan 01/28/2014 13:29:49

CNP Venfication 2014-2015 - All Sponsors Submitted to ADE emolchan 12/01/2014 13:31:18

Click on the current school year CNP Verification Report.




7. Click on this year’s Verification Report.

Arizona Department

% Edueation CNP - Verification Summary Report

ADE Home Page | Home |

Current User : Emily Molchan

CNP - Verification Report

View Verification Report(s)
fou are in the Home Page > View Verification Report]

? Help | Log Off

Verification Report :| CNP Verification 2014-2015 - All Sponsors Vv
‘ ‘ e S S Status: ALL v|

Entity:

|An‘zona Department of Education : 00-00-00-000

® View by Verification Report

(O View by Entity Search
| | ]
Ve r I fl C a t I O n CNP Verification 2014-2015 - All Sponsors (1)

= Not Initiated (1)

Entity CTD Last Update User
Arizona Department of Education =

Last Update Date
00-00-00 =

Click on your Sponsor name to access your CNP Verification Report.

33



Access CNP

Verification

8. Open your Verification Report.

Click on the blue hyperlink: “Start Verification Summary”’

Arizona Department
of Education

ADE Home Page | Home |

CNP - Verification Report
H:pﬂrtDptlﬂns

are in the Home Page > View Verification Report(s) > Report Options

CNP Verification 2014-2015 - All Sponsors

v Start Verification Summary
 Select this option to start entering your verification information.

Go Back



Access CNP

Verification

Once you click start, a new screen will load and
should look like this:

On the left side of the screen is the Verification Menu. This
menu never goes away. When you click on the different
hyperlinks in blue within the Menu Bar, they will open in the

. white space below.
of Et «ation

Current User : Emily Molchan

ADE Home Page | Home

CNP Verification Form 742 -

Rev. 2013-2014

Howto Use . .
Verification S Report F 1- I k How to Use
Irst clic

35



Access CNP

Verification

@ How to Use

This screen provides helpful links and
information about Verification.

Arizona Department
of Education

ADE Home Page | Home |
CNP Verification Form 742 -
Rev. 2013-2014

@) Howto use

Verification Summary Report
PartI: Enrollment, Application,

[ and Eigibility Information (Pre-
Verification)

[) partII: Results of Verification

Summary of Completed

Entries

Submit Verification Summary

Exit

Notice how
this Menu bar
stayed on the
webpage?

CNP - Verification Summary Report

Current User : Emily Molchan

CNP Verification 2014-2015 - All
Sponsors

CNP Verification Form 742 - Rev. 2013-
2014

What is Verification?

Verification is the process of confirming the eligibility for Free and Reduced-Price meals under the National School Lunch Program or School
Breakfast Program. Verification MUST include either confirmation of income eligibility or confirmation that the child is eligible to receive benefits
under the Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families (TANF), or the Food Distribution
Program on Indian Reservations (FDPIR). At State or local discretion, Verification may also include confirmation of any other information on the
application that is required as a condition of eligibility.

Please visit the Arizona Department of Education's National School Lunch & School Breakfast Program Verification Web page
(http:/ /www.azed.gov /health-nutrition/nslp/verification) for a complete list of resources to use during the process.

When should I start the Verification process?

Please refer to the "Verification Best Practices Schedule” found on the ADE NSLP & SBP Verification Web page for detailed information
on the Verification process and schedule guidance.

How do I conduct Direct Verification?

Please refer to the "Step-by-Step Guide: How to Conduct Direct Verification" found on the ADE NSLP & SBP Verification Web page for
detailed instructions on how to use the CNP Direct Verification application system.




You are at the Verification Report home screen.

Arizona Department
of Education

CNP - Verification Summary Report

ADE Home Page | Home | Current User : Emily Molchan

CNP Verification Form 742 -
Rev. 2013-2014

How to Use

Verification Summary Report

0 FS SRR 2 To begin entering data into the Verification

[ partII: Results of Verification

Summary of Completed Report, click the blue hyperlink “Part I:

Entries

Access C N P CE Enrollment, Application, and Eligibility

Information (Pre-Verification)”

Verification




Entering Data into the CNP
Verification Report




How to enter data into the Report
There are two types of questions on the Report:

Section 3 -- Students Approved as FREE Eligible NOT subject to Verification D rO pd OWI"I = yo U
** ALL SFA's must report Section 3 or answer "No" to question 3-1 if applicable ** Mmu St se I e Ct one Of

E n t e r I n g D a t a 3-1. Required to perform Direct Certification with SNAP: @ ] choices P rovided

- h C N P & Answer "Yes" if ANY ONE OR MORE of the Schools and/or RCCI's in the SFA were required to W h e n C I I C kl n g t h e
I n t O t e perform Direct Certification with SNAP. d ro p d own T h ese

o Answer "No" only if NONE of the Schools or RCCI's in the SFA were required to perform Direct .
Certification with SNAP (i.e. NON-BASE year Provision 2/3 for ALL Schools). C h O | CeS a re a I SO

Ve r I fl C a t I O n e If"No", skip the remainder of Section 3. ertten beIOW the

3-2/B. Number of Students Directly Certified through SNAP: I
Do NOT include students Certified with SNAP through the letter method. q ue Stl on.
e p O r 3-3/B. Number of Students Directly Certified through other programs: I

Include those Directly Certified through TANF, FDPIR, or Medicaid (if applicable); those documented
as homeless, migrant, runaway, foster, Head Start, Pre-K Even Start, or non-applicant but approved

by local officials. Do NOT include SNAP students already reported in 3-2. - _
3-4/B. Number of Students Certified Categorically FREE Eligible through the SNAP letter method: I B I an k fl e I d 5= type
the answer directly

into the report.

Include students Certified for free meals through the family providing a letter from the SNAP agency.

39



Verification Guides

ADE has released a series of Verification Guides that explain what data
should be entered into each field. It is recommended that you download
the Verification Guide that is specific to how you operate the National
School Lunch Program (NSLP):

* Regular NSLP

Operate Special Assistance
- All sites are operating in their Base Years

* Operate in their Base Year and Regular NSLP

- All sites are operating in their Non-Base Years

* Operate in their Non-Base Year and Regular NSLP
- All sites operate the CEP Only

* Operate in the CEP and Regular NSLP

Verification

Guides

« Residential Child Care Institutions
« RCCl with Day Students

- RCClwith NO Day Students



http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular-and-base-year.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-cep-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular-and-cep.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-rccis-with-day-students.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-rcci-no-day-students.pdf

Comprehension

Check

What additional resource does ADE make available online to help
you understand what data to enter in each section of the report?

Verification guides for each type of operation
Another Step-by-step presentation like this one

A narrated, animated, recorded presentation

o N o >

There isn't an additional resource. This is the only guidance for
submitting the report.

41



Comprehension

Check

What additional resource does ADE make available online to help
you understand what data to enter in each section of the report?

A
B.
C
D

Verification guides for each type of operation
Another Step-by-step presentation like this one
A narrated, animated, recorded presentation

There isn't an additional resource. This is the only guidance for
submitting the report.

There are detailed guides for each type of operation available on the
ADE Verification webpage. Refer to slide 40 for more information

and links that will take you directly to the verification guides,

42



Entering Data
into the CNP

Verification
Report

Enter data for Part |

Part |I: Enrollment, Application, and
Eligibility Information (Pre-
Verification)

e Report all Application counts on this page as of October 1st.

® Report all School, RCCI, and Student counts on this page as of the last operating day in October.

Section 1 -- Total Schools, RCCI's, and Enrolled Students
** ALl SFA's must report Section 1 **

1-1/A. Total Number of Schools (Do NOT include RCCI's):

1-1/B. Total Number of Students in Schools (Do NOT include RCCI's):

1-2/A. Total Number of RCCI's (Do NOT include Schools counted in 1-1):

1-2/B. Total Number of Students in RCCI's (Do NOT include Schools counted in 1-1):

1-2a/A. Number of RCCI's WITH Day Students (Report ONLY Day Students in 1-2a/B):

1-2a/B. Number of Students in RCCI's WITH Day Students (Report ONLY Day Students in 1-2a/B): &

1-2b/A. Number of RCCI's with NO Day Students:

1-2b/B. Number of Students in RCCI's with NO Day Students:

CNP Verification 2014-
2015- All Sponsors

Type directly into the
empty boxes in the
report on the screen.
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Entering Data
into the CNP

Verification
Report

At the end of Part |, click “Save”. You are able to
come back to this screen at any time to edit.

Total Students Approved as FREE or REDUCED-PRICE Eligible
1. Tatal Humber of FREE Eligible Students reported: |
T-2, Total Humbaer of REDUCED-PRICE Eligitle Studants reported: |

o e "
L-:a_'.'q_"" || Raset |

bty



Entering Data
into the CNP

Verification
Report

The CNP Verification Report contains internal edit checks,

meaning that the report will flag errors for certain fields if an
incorrect value is entered.

If you have a message with € you have an error message. The
questions that have an error are marked with this icon €p .

Part |: Enrollment, Application, and Eligibility Information CP Verficahon 20142015 A1
(Pre-Verification)

» Report all Application counts on this page as of October 1st.

» Report all School, RCCL, and Student counis-on-this-page-a5-s-thetast-operating-day-in-October
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How do | know if the data saved in Part I?

The folded paper icon next to Part | and Part II

Arizona Department reflects the status of each Part.

of Education

Entering Data

ADE Home Page | Home | (Y means no data has been entered or

. CNP Verification Form 742 -
|nt0 the CNP Rev. 2013-2014 I
- - . How to Use means data has been entered and
Ve rlfl Cat I O n Verification Summary Report saved.
~Partl: E.nrn:_:.I]mn:fmr ﬂppllcanon,
Re po rt 32?| ﬂEI'::Jétgu;f Information (Pre- means data has been saved but there

[ PartII: Results of Verification are €I’I’OI’SfOUf7d.
Summary of Completed
Entries

SubmitVesfoatons For this example, Part | data has been
Ezitml SUL i el ey entered and saved. There is no data
entered in Part II.




Entering Data
into the CNP

Verification
Report

Enter data for Partll.

On the left side of the screen is the Verification Menu.

Arizona Department
of Education

ADE Home Page | Home |

CNP Verification Form 742 -
Rev. 2013-2014

(2) How to Use

Verification Summary Report
PartI: Enrolilment, Application,

and Higibility Information (Pre-
Verification)

[ PartII: Results of Verification

Summary of Completed
Entries

Submit Venfication Summary

Exit

Click the blue hyperlink “Part Il:
Results of Verification”
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How do you navigate from Part | to Part Il of the report?

A. Notify your specialist when you complete Part | and they will
unlock Part Il for you.

Comprehension

Check B. Wait for an automatic email from ADE after you complete Part
€C . It will have a link for Part Il

C. C(Click Save atthe end of Part | and use the menu on the left side
of the screen to click on Part Il.

D. Once you finish Part I, Part Il automatically appears.




Comprehension

Check

How do you navigate from Part | to Part Il of the report?

A. Notify your specialist when you complete Part | and they will
unlock Part Il for you.

B. Wait for an automatic email from ADE after you complete Part
. It will have a link for Part Il

C. C(Click Save at the end of Part | and use the menu on the left
side of the screen to click on Part ll.

D. Once you finish Part I, Part Il automatically appears.

The verification menu on the left side of the screen is always
available and should be used to move through the various parts of
the report. Review slides 35-37 and slides 43-47 for guidance about
how to navigate through the report. !
N
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Enter data for Part|l.

Enter the data directly into each of the fields on the screen. Then click

Entering Data
into the CNP

Verification
Report

“Save”.

Section 5 - Verification Process and Results

** ALL SFA's must report Section 5 or answer “Yes” to question 5-1 if applicable **

5-1. Exempt from Verification = -

* Answer "Mo" if ANY ONE OR MORE of the Schools and/or RCCI's in the SFA are required to

perform Verification.
® Anzwer “Yas" anly if ALL of the Schoals and RCCI's in the SFA are exsmpt from Varif
structions for list of exemptions).

(see
® [f “Yes®, skip the remainder of 5
5-2. Was Venfication performed and complated?

5

ect

* if Venification was eompleted by November 15th.
lovambar 15th

» Answer Yas - an Tim
® Answer "Vas - Delayed" if Verifi
* Answer "Mo" if Verification was h
5-3. Type of Verification procecs used:

mpleted aft
process was NOT completed.

i w

erformed or the

ser of 1% or 1,000 error-prone FLUS lesser of one-
half of one percent or SO0 with SMARTANFFDPIR Case Numbers.

* If "Standard” or "Afternate Two - Focused”, report question 5-4 below.

on 54 below.

® If "Alt=mate One - Random
5-4. Toral ERROR-PROKE Applications:

ques;

Reporr all Applications as of Ocrober 15t considered ermor-prone.
5-5. Mumber of Applications selected for Verification sample:

5-6 & 5-7. Results of Direct Verification

icable *

4“4 ALL 5FA's must report 5-7/A & 5-7/B or answer "No" to question 5-6 if apy

5-6. Direct Verification Conducted:

Answer "Yes® if ANY ONE OR MORE of the Schoals andfor RCCI's in the SFA perfarmed Direct

.
Verification.
® Answer "No” only if NONE of the Schoofs or RCCIs in the SFA performed Direct Verfication,

-

IF "Na”, skip question: FA and 5-7/8 below,
5-F/A. Bumber of Applicatiens confirmed through Direct Verification:

5-7/8. Bumber of Students confirmed through Direct Verification:

]

58/ B Aussits of Verification of FREE Incenss Elgitle

Cevtifien as FREE based v kaconme & bewsehold shee Apploation

Mumber of Appllcations het ressonded, wil B

Mumher of Appllestions thet resca hanged ta PAID

Mumher of Slmdea t g b PRI

7, aned changed ©

Cavtified as REDUCED-PRICE Based aw bcoma / howsal

o

Myt of Applicath

o St

b Mummbes

- of Mpplications thet mspanded, -

o Spudints 1

Mumber of Appications

b Mummier of Studernis

Warifie A

1. Tatal questionablke Apgdicatiens Veried far Cause

T | (ITTTTTT
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Entering Data
into the CNP

Verification
Report

The CNP Verification Report contains internal edit checks,
meaning that the report will flag errors for certain fields if an
incorrect value is entered.

If you have a message with € you do have an error message. The
questions that have an error are marked with this icon€p .

Part Il: Results of Verification CNP Verfication 2014-2015 - All Spansors

v For 57/ and 5-7/B, report the numober of Applications and Students confirmed through Direct Verification wth SNAP/TANF/FDPIRAMEDICAID as of November 15th.
¢ Foreach Qriginal Beneflt Type 5-6/A 5-8/8, and 5-8/C, report the number of Applications and Students as of November 15th for each result category 1, 2 3 and 4 Do NOT include Applications or Students already reported in 5-7/A or 378,

v ForVG-1, report the rumber of Applications as of November 15th Verified for Cause in addtion to the Verification requirement or skip i not applicadie.
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While working on the CNP Verification Report, you

can review what you have entered in a user friendly
format.

Arizona Department

On the reporting home page, click

Entering Data
into the CNP

Verification
Report

ot Education

ADE Home Page \ Home \

CNP Verification Form 742 -
Rev. 2013-2014

How to Use

Verification Summary Report
PartI: Enrollment, Application,

and Higibility Information (Pre-
Verification)

Part I1: Results of Verification

Summary of Completed
Entries

o epoit all Application counts on thi|

Submit Verification Summary

Exit

“Summary of Completed Entries”. This will
(pre-veriticatior show the CNP Verification Report for all

Part I: Enrollme

and Stude,

%% All SFA's must report Sectior,

1-1/A. Total Number of Schools (Do NOT include RCCI's):
1-1/B. Total Number of Students in Schools (Do NOT include RCCI's):
1-2/A. Total Number of RCCI's (Do NOT indude Schools counted in 1-1):
1-2/B. Total Number of Students in RCCI's (Do NOT include Schools counted in 1-1):
1-2a/A. Number of RCCI's WITH Day Students:
1-2a/B. Number of Students in RCCI's WITH Day Students (Report ONLY Day Students in 1-2a/B):
1-2b/A. Number of RCCI's with NO Day Students:
1-2b/B. Number of Students in RCCI's with NO Day Students:

Section 2 -- SFA's with Schools operating Alternate Provisions
** ONLY SFA's with Alternate Provisions must report Section 2 **

2-1/A. Number of Schools operating Provision 2/3 in a BASE year for NSLP and SBP:
2-1/B. Number of Students in Schools operating Provision 2/3 in a BASE year for NSLP and SBP:
2-2/A. Number of Schools operating Provision 2/3 in a NON-BASE year for NSLP and SBP:

2-2/B. Number of Students in Schools operating Provision 2/3 in a NON-BASE year for NSLP and SBP:

2-2a/B. Number of Provision 2/3 Students reported as FREE in 2 NON-BASE year:
2-2b/B. Number of Provision 2/3 Students reported as REDUCED-PRICE in a NON-BASE year:
2-3/A. Number of Schools operating the Community Eligibility Option:
2-3/B. Number of Students in Schools operating the Community Eligibility Option:
2-4/A. Number of Schools operating other Alternatives for NSLP and SBP:
2-4/B. Number of Students in Schools operating other Alternatives for NSLP and SBP:
2-5/A. Number of Schools operating Alternate Provision(s) for only SBP or only NSLP:
2-5/B. Number of Students in Schools operating Alternate Provision(s) for only SEP or only NSLP:

Section 3 -- Students Approved as FREE Eligible NOT subject to Verification

sections you have entered data for. You are
e able to print this screen.
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Entering Data
into the CNP

Verification
Report

Submit the CNP Verification Report

Arizona Department
of Education

ADE Home Page | Home |

CNP Verification Form 742 -
Rev. 2013-2014

(2) How to Use

Verification Summary Report
Part I: Enrollment, Application,

and Higibility Information (Pre-
Verification)

Part II: Results of Verification

Summary of Com pleted
Entries

Submit Venrfication Summary

Exit

On the left side of the screen listed
in the Verification Menu, click the
blue hyperlink “Submit Verification
Summary”’.

Once the report is submitted, you
are unable to edit the CNP
Verification Report.

If you have submitted, but need to

edit data, please contact your
School Nutrition Programs Specialist.
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How do you submit the report once it is complete?

A. Click Save at the end of Part Il and the report will automatically
be submitted.

Comprehension

Check B. Email your specialist once all the data is entered and they will
unlock the submit button.

C. ClickSave at the end of Part I, then click Submit the Verification
Report in the menu on the left side of the screen.
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Comprehension

Check

How do you submit the report once it is complete?

A. Click Save at the end of Part Il and the report will automatically
be submitted.

B. Email your specialist once all the data is entered and they will
unlock the submit button.

C. Click Save at the end of Part Il, then click Submit the
Verification Report in the menu on the left side of the screen.

Remember, the menu on the left side of the screen never goes
away. The Verification Report will not be submitted until you click
‘Submit Verification Summary’ in this menu. Refer to slide 53 to

review this guidance.
!
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Errors when
trying to

submit the
report

When I try to click on the Submit Verification Summary, | am
getting the following errors. Why?

Arizona Department

of Education
CNP Verification Form 742 - - :
Rev. 20132014 Validation Messages

How to Use

Verification Summary Report The following messages were found while validating the document
Part I: Enrollment, Application,
and Higibility Information (Pre- Messages
Verification) ﬁ Page [PartI: Enrollment, Application, and Eligibility Information (Pre-Verification)] contains errors.

[y PartII: Results of Verification
Summary of Completed
Entries

Submit Verification Summary

6 Page [PartII: Results of Verification] is required.

Exit

b~

You are receiving an error message because it is showing that you have an
error for the data entered in Part | and there is no saved data in Part Il

You are only able to submit the Verification report when both sections
have data without errors.



Documenting that the Verification
Report has been submitted
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Documenting
Submitted

Status

1. Loginto CNP Verification and click “Edit/View Verification Summary”.

2. Inthisscreen, keep ALL in the first fields and select your sponsor name in

the entity field. Click “Search”.

Arizona Department
of Education

(

ADE Home Page | Home |

CNP - Verification Report

View Verification Report(s)
You are in the Home Page > View Verification Repo

Verification Report:| ALL

Status: ALL v

Entity: Arizona Department of Education : 00-00-00-000

@ View by Verification Report

O View by Entity

same records.

3. Allreports that have been submitted for your sponsor in previous years
will appear. Double check that this current year’s report shows submitted
status.

SPONSOR NAME (00-00-00)
Report Status Last Update User  Last Update Date
CNP Verification 2011-2012 - Short Form / Standard Submitted to ADE emolchan 02/15/2012 10:20:21
CNP Verification 2012-2013 - Short Form / Standard Submitted to ADE emolchan 02/19/2013 12:12:48
CNP Verification 2013-2014 - All Sponsors Submitted to ADE emolchan 01/28/2014 13:29:49
CNP Verification 2014-2015 - All Sponsors Submitted to ADE emolchan 12/01/2014 13:31:18
4. Itis optional to print this screen. ADE already has the ability to see the



Documenting
Submitted

Status

If you would like to print a copy of the completed report,
follow steps 1-4 on the previous slide. Then click on the
blue hyperlink for the report you would like to print.

SPONSOR NAME (00-00-00)

Report Status Last Update User  Last Update Date
CNP Verification 2011-2012 - Short Form / Standard Submitted to ADE emolchan 02/15/2012 10:20:21
CNP Verification 2012-2013 - Short Form / Standard Submitted to ADE emolchan 02/19/2013 12:12:48
CNP Verification 2013-2014 - All Sponsors Submitted to ADE emolchan 01/28/2014 13:29:49
CNP Verification 2014-2015 - All Sponsors Submitted to ADE emolchan 12/01/2014 13:31:18

The report will open in a read-only format, meaning you
cannot edit any of the fields. In your web-browser click
File -> Print.
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Documenting
Submitted

Status

Keep all documents you collected for Verification
on file for a minimum of g years. This includes
but is not limited to:

- Applications selected for Verification
* Tracking Forms
* Documents provided by the household

* Any correspondence or documentation that
correspondence was attempted (for example, a
note that says "on 10/15 called household”).

Documentation must be readily available for ADE
during an Administrative Review.
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Technical Assistance

If you have any questions about what data to enter
into the report, refer to the Report Guides found in
Phase 4 on the Verification Webpage at:

You can also contact your NSLP Specialist for
additional assistance.


http://www.azed.gov/health-nutrition/nslp/verification/
http://www.azed.gov/health-nutrition/nslp/verification/
http://www.azed.gov/health-nutrition/nslp/verification/
http://www.azed.gov/health-nutrition/nslp/verification/

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and emcfloyees, and
institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
{Jegolt)lf\zt/on for prior civil rights activity in any program or activity conducted or funded by

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Lan?ua_qe, etc.) should
contact the Agency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-833;79. Additionally, program information may be made
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, AD-3027, found online at
http://www.ascr.usda.gov/complaint_filing cust.html, and at any USDA office, or write
a letter addressed to USDA and provide in the letter all gf the information requested in
the form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA b%/: 1) mail: U.S. Dcaoartment ofq riculture, Office of
the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Wasﬁington,
D.C. 20250-9410; (2) j)a/x: (202) 690-7442; or (3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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